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Follow These Important Policies for Booking State Travel

D espite the many changes we have seen recently in the airline industry, the
policies for booking
airfare for employees

who travel on state busi- :A\::“
ness have not changed. H e
Here are some important N ) / oo

points to remember when

booking airfares: Follow these state policies to book
v/ Travel plannerswho airline reservations for employees
choose to book a traveling on state business.

non-refundable fare

should check with the traveler for the exact spelling of the name that ap-
pears on the driver’'slicense, as well asfor preferred times of flights and
dates of travel. (Don't assume you know what they want to book.)

v/ Book airfare 30 days in advance.
v/ Most airlines do not require a Saturday night stay,

v/ Making changes to a non-refundable ticket after it isissued costs the agency
$50 to $100 each time a change is made. To save money for the agency, the
State will reimburse only one change fee per trip. Also remember that the
agency will pay an additional $25 travel agency fee each time you change a
ticket after it has been issued.

v/ Beasflexible as possible on flight times and travel days; don't request a spe-
cific flight. Generally, airfare is cheaper during off-peak times of the week.

v/ Don’t book aflight unless a seat assignment is available. Without a seat as-
signment, the traveler is more likely to get bumped from the flight.

v/ Don't request a specific airline. Our travel agentswill ook at al available
optionsto reduce the airfare. If it is determined that an employee has re-
quested travel arrangements to take advantage of frequent flyer credits, re-
sulting in ahigher cost to the State, the employee must reimburse the State
for the additional cost.

v/ Travel planners should check with thetraveler again about name spelling,
time of flight, and dates of travel before asking the State Travel Office to ac-
tually issue the ticket (the same day you make the reservation).

v/ Non-refundable tickets must be issued the same day the reservation is made.

v/ Airfares are subject to change until the reservation is actually ticketed.

Most importantly, remember that all airline reservationsfor travel on state
business must be booked through the Sate Travel Office.

State travel policy FIACCT 10-02.06, Travel — Reimbursements — Transporta-
tion, details additional policies for booking flights on commercial airlines. This
policy is available on the Finance Web site at www.finance.utah.gov.

If you have questions about booking airfare for state employees, contact
Diann Donoviel at 801-538-3103 or Tami Nelson at 801-538-3109.



http://www.finance.utah.gov
http://www.finance.utah.gov

Travel Briefs |

Do Not Take Out Additional Insurance for Rental Car
Do not take out additional insurance when you are rent-

ing acar for travel within the contiguous 48 states and the

District of Columbia. Because the contracts between the

State of Utah and the car rental companies includein-

surance coverage, the State will not reimburse the trav-

eler for the purchase of additional insurance. Thein-

surance isfor travel on official state business and nec-

essary associated use only. It does not cover travelers or

the rental vehicle for persona use.

Travel Time May Not Count Toward Hours Worked

If you are traveling on state business, the time spent traveling might not
qualify as hours worked. Department of Human
Resource Management Rule R477-8-6-(8)(f)
stipulates the following:

» Travel that keeps an employee away from
home overnight does not count towards
hours worked if it is time spent outside of
regular working hours as a passenger on
an airplane, train, boat, bus, or automabile.

» Travel as apassenger counts toward hours
worked if it istime spent during regular work-
ing hours. This applies to nonworking days, as well as regular working days.
However, regular meal period timeis not counted.

» Time employees spend traveling on a specia one-day assignment shall count
towards hours worked except mealtime and ordinary home to work travel.

Business Travelers Embrace Airport Conveniences

More and more travelers are now using the on-line tools provided by airlines
to simplify travel. The table below compares the percentage of business travelers
who used the new toolsin 2002 with the number who used them in 2004. The
comparison shows increases in every category except in-flight Internet access.

Percentage of Frequent Business Travelers Using Tools*

2004 2002
Print Boarding Pass S0
Before Airport Arrival 77% 30% \‘ 57 I
|-
On-Line Check-In 76% 22% =
Mobile or PDA Alerts 44% 30% @
In-Flight Internet Access 7% 7%

* Source: Jupiter Research, as reported in Business Travel News, March 21, 2005
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New Airline City-Pair Contracts Begin July 1 |

he State Travel Office has signed new contracts with four airlinesto provide

reduced fares for state employees who travel on
business. The government contract fares currently in
place are valid until June 30, while the new contract
fares begin July 1 and end June 30, 2006. The airlines on
the new contracts are America West, American, Delta, and United.

Between now and July 1, agentsin the State Travel Office will automatically
book tickets at the applicable contract fare, depending on the travel date.

Below isthelist of new city-pair contracts (airlines the State has contracted
with for flights to specific cities). New destinations are in bold. The list isaso
available at www.finance.utah.gov/travel/airlines.htm.

City Airline
Albany NY ..o Delta
Albuquerque NM ........cccoceiiinicnennne Delta
Anchorage AK ... Delta
AshevilleNC .....cccoovvireecee, Delta
AtlantaGA ... American
AUSEINTX e Delta
Baltimore MD ........cccooevvececieeere Delta
Bangor ME ..o Delta
Baton Rouge LA ... American
BilliNngSMT oo Delta
BirminghamAL ......ccccooevvvevieiieeenns Delta
BOISEID ..o Delta
BOStON MA ..o, Delta
Bozeman MT .....cccooeeveieeiecieieee, Delta
BUuffaloONY ..cocoveiiieeeceeee, American
Burbank CA ..o Delta
Burlington VT ....oceveveeeeeeeeeeeins Delta
BULE MT .o Delta
Casper WY ..o Delta
Cedar City UT ..o, Delta
Cedar Rapids A ......ccccooeiieenene American
Champaign L ...ccooovevveevcieieeeeeee, Delta
Charleston SC........cccooveiveneiieenens Delta
Charleston WV ......cccovevvenniinienns Delta
Charlotte NC ........cccceeveeieciene American
CharlottesvilleVA ......ccccoeeveveee, Delta
Chattanooga TN .......cccceveierienienenienne, Delta
(01517o="o (o | I United
Cincinnati OH ......ccoevveniirriieiene Delta
Cleveland OH ..........cccocerireennen. American
Colorado Springs CO........ccceeeeueeuenne. Delta
ColumbusOH ..., Delta
College Station TX ....cceeeeuenee American
ColumbiaSC.......ccovereerirenieienieieens Delta
Corpus Christi TX ...ccccoeveveenenene American
DalasTX oo American

Dayton OH .......ccovveveeiceeeeeneeens Delta
DaytonaBeaCh FL ........ccccoeevvevrnnnns Delta
Denver CO ....ooevveeeceee e, Delta
DesMOoInesIA .....ccoevvvecveeenee, American
Detroit Ml ....ccveeeeiceeceecee e, Delta
El PasO TX ..cccooovieeeieiieieececeeieeveens Delta
Eugene OR ......cccovvvvveeeiieceeees Delta
Fargo ND ..coooveieieece e United
Farmington NM ................ AmericaWest
Flagstaff AZ ......cccoovvvenenn. AmericaWest
Ft Lauderdale FL .......ccooeevvveveeneennee. Delta
FtMeyersFL ..o Delta
FresnOCA ..o, Delta
GainesvilleFL .....ooccecvevecieciecveevee, Delta
Grand Junction CO .......ccceevveveeveenene, Delta
Grand RapidsS M1 .......ccccooeiiinennns United
Great FalSMT ....oooovviveeceeeeeeeee, Delta
Greensboro NC .......ceeveeeveevieeeeeenee, Delta
Greenville/Spartanburg SC ................ Delta
GUIf POt MS ..o, Delta
Harrisburg PA ....ooeieeeeeceeeis Delta
Hartford CT ....ooovveiiieeeecee e Delta
HelenaMT ..., Delta
HonoluluHI ......coeeevieiiiieeee United
Houston TX ...cceeveeeviecececeeve e, Delta
HuntsvilleAL ......cccoveveveecrenene, American
IndianapoliSIN ......cccoveveiereeienne. United
Idaho FallSID ......cccccoeveeiiveecieenne. Delta
JacksON MS......c.oooeiiiececcee e Delta
Jackson HOle WY ......cccoevevvevveenennne, Delta
JacksonVilleFL ....cocceevveieiecieciee, Delta
Kalispell MT ..o Delta
Kansas City MO .....ccceeveveececieineenns Delta
KNoXVIlIETN ..o, Delta
Lansing M1 ..o United
LasVegasNV ......coiiieniieieiencns Delta

List continues on page 4
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Lewiston ID .....cccooevveciieniinecienias Delta | San Diego CA ....cccoevevecerereeieieereenes Delta
Lexington KY ....cocooiiiiiiiieiicnes Delta | SANJOSECA ...ooveeeeeeeeeeeeeeeeeee e Delta
LinCOINNE .....ooooviiiiiiicciienee United | SantaBarbara CA ..........cccccoeuveneee. Delta
Little ROCK AR ....c.cooveiiieieieicicicicinne Delta | Savannah GA .......ccccceeeeevevveercrersinnene Delta
LoSANGEIESCA .....ccocveveeeeieecvee, Delta | Seattle WA .....cooveeeeeeeeeeeeeeeeeeen, Ddta
LouisvilleKY ..o, Delta | Shreveport LA ......cccocoevvereecenene. American
Lubbock TX v American | Sioux FallSSD ......c.ccccceeevevevevennnene United
Maui Hl oo Delta | South Bend IN .......ccooeevveeveeeeeeenenee Delta
MaCoN GA .....cvvrereeeesreee e Delta | SpokaneWA .......cccceeeeeeriveerereireenes Delta
MadiSON WI ... United | Springfield MO ......ccccovveriirennes American
Manchester NH .........ccovvieiniinnn. United | State CollegePA ......ccoceveveerereiriiennes Delta
MemphiS TN ....cccoiieiirircee e Delta | St George UT ...c.cuveveeeceeerinieicieirienes Delta
Miami FL ..o Delta | St. LoUiISMO ....ccocvevveevcreeeeeereveeennes United
MilwaukeeWI ........cccccceceniccinininene United | SunValley ID ......ccccoevevvvevcrerireinennne, Delta
MinneapoliSMN ........ccccoveevrereeienen. Delta | SyracuSeNY .....cccoeveveverrrieerererreinnes Delta
MissOUIAMT ..o Delta | TallahasseeFL .......cccocevivirevevrireenen. Delta
MODITE AL .o Delta | TampaFL ....ccoocveerieniereeeeeenen, Delta
Montgomery AL ...coveeveeneeieecieees Delta | Tri CitieSTN c.covvveeeececeeceeeeeee, Delta
Monterey CA ....cooevverireseeeens united | TUCSONAZ ..o, Delta
MyrtleBeaCh FL ..., Delta | TUISAOK .....cocveverieececreseseere s Delta
NashVille TN ....c.ceeeereeeiereenne United | Washington National DC ................... Delta
New OrleansLA ......ccccoeveervrereenennn. Delta | Washington DullesDC .................... United
N G N 2 Delta | West PAm Beach FL ............c........... Delta
LGANY i American | WichitaKS..........cccoooeeviceiecccerene, United
Newark NJ ..o Delta | Williamsburg VA .......ccccoovveurnicnee. Delta
NOIOIK VA .o Delta , .
08KIENA CA e Deita | C2N2d1aN Citites
. Calgary Canada.........ccccvveveervenannnnn, Delta
OklahomaCity OK ........cccevvvrverrenenne Delta .
OMahaNE .......ccccoovivninneneereene Delta Edmonton Canaga ... United
. Montreal Canada .........ccccceeeeererennns Delta
Ontario CA ..ooeiieee e Delta .
OttawaCanada..........ccceeeeeeeererennns United
Orange Co CA ....oooieieieieieeeeeee Delta .
Orlando FL .....coovviiiieieieieceeeee, Delta Toronto Canadg """""""" i United
. Vancouver British Columbia.............. Delta
Palm SpringS CA ......coooeveveieeeeenns Delta Winnepeg Canada United
Pasco WA ... Delta | =~ VY T T
PensacolaFL ......ccocoovvvviiiiiiiiee, Delta | International Citites
PhiladelphiaPA ........cccoooeiivevieee, Delta | AmsterdamHolland.......................... United
Pittsburgh PA ..o Delta | AthensGreece.........cccocvvvvvvveveveveeene, Delta
PhOENIXAZ ...ocviiieecee e Delta | EntebbeYuganda .........ccccoceueurerincnee. Delta
Portland ME..........ccccoeviiiecicieicrennn Delta | Geneva Switzerland....................... United
Portland OR .......cccoeevrirreee e, Delta | London England — Gatwick ........... Delta
ProvidenceRI .......ccccocevvivnvvrcnnnne. United | London England —Heathrow ........... United
Raleigh Durham NC .........cccccoovicune. Delta | Mexico City MEeXiCO......cccevvrenenee. Delta
Rapid City SD ...covveeieeceecieeeiee e Delta | Moscow RUSSIA..........ccceveviereererennenen, Delta
RENONV ..o, Delta | Nairobi Africa.....c.ccccoccveeevevevercennene. United
Richmond VA .......ccccoeiiieiiciennnn Delta | PariSFrance ..........cocoeeveeecveverreenens United
ROANOKEVA ... Delta | Rio deJaneiro Brazil .................... United
Rochester MN .......cccovvrrinenen. American | San Paulo Brazil ...........ccccevvvrneeee. United
Rochester NY ..o Delta | Romeltaly .....ccocovvevieeeeriniecicirienes Delta
Sacramento CA ......cooveeveenieenieiennns Delta | Tel AViV ISrael ....cccoevevevevcceene United
San Antonio TX ...eccevererineceererieienene Delta | Tokyo Japan ........cccoeeeeerereeeeenererenenns Delta
San Francisco CA ......coovvveverenenenn. United | Warsaw Poland ............ccccevvveneeee. United
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